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Welcome

—

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not
intended to replace existing Commonwealth and/or agency policies.

In this course, we will show you the approvals process in the Expenses module of Accounts Payable.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and
processes. The screenshots are taken from Cardinal and show pages that not all users can access. They
are included here so you can see how your specific responsibilities relate to the overall transaction or

process being discussed. See the Cardinal Statewide Security Handbook for a list of available roles and
descriptions.
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Course Objectives

CARDINAL

After completing this course, you will be able to:

Approve expense items

Deny expense items

Send Back expense items

Hold expense items

Reassign expense approval items

Assessment questions will check your understanding.



Introduction

CARDINAL

This course will focus on Expense Approvals. Cardinal uses Workflow to route online Travel
Authorizations, Expense Reports and Cash Advances to the appropriate approvers’

Worklists.

Workflow Approvals

Functional Area

Vouchers

Travel
Authorizations

Expense Reports

Cash Advances

Accounts Payable

Accounts Receivable

Non-Workflow Approvals

Funds Receipt

Journals

General Ledger

Deposits

Budget Journals




Expenses Approval Overview

-
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Every expense transaction entered online in Cardinal must have at least one online approval. Additional
approvals may be required, if certain conditions are met.

Workflow routes online expense transactions, including expense reports, travel authorizations and cash
advances to your worklist for approval.

You can either approve these items from your worklist or navigate directly to the Travel and Expense
Approve Transactions page. Cardinal does not send an email when items route to you for approval.

Interfaced expense reports receive agency level approval(s) prior to being uploaded into Cardinal.
Interfaced expense reports only require online approval(s) in Cardinal if they are modified or corrected
online in Cardinal or if they require DOA approval (e.g., capital outlay projects, legal services, etc.).

Interfaced cash advances do not receive agency level approval prior to being uploaded into Cardinal.
Interfaced cash advances must be approved online in Cardinal.

The originator (proxy) can check the status of expense reports, cash advances and travel authorizations
online.



Employee Expenses Approval Levels

-
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Employee expenses require different levels of approval based on the type of transaction and agency
workflow. There are three different types of expense approvals in Cardinal:

* Required — Indicates the approval level is required for all transactions

« Conditional — Indicates the approval level is required only when specific conditions are met on the
transaction

» Optional — Indicates the approval level is optional, based on agency preference and workflow setup

A user can be the Supervisor, Fiscal Officer or Agency Head approver in Cardinal, without actually being in
that position at the agency. Cardinal allows the reassignment of approval from one approver to another
based on an agency’s business processes and needs.

Note: If you reassign the worklist item to an approver that has already approved it for a prior level of
approval, the expense transaction will not route again to that approver but will mark it approved at that
level.



1 Agencies
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Expense Approval Process Flows — Online

This slide shows the workflow for Travel Authorizations, Cash Advances and Expense Reports for online

2 Approved

Approved

Approved

agencies.
Travel SUDEVISor Fiscal Agency
Authorization P Officer “| Head
*%* *
: Fiscal
Cash Advance Supervisor Officer
**
Expense S . Fiscal Agency DOA
Report UPEIVISOT ™1 Officer Head Pre Audit
** * *

Legend: ** Indicates optional approval level

* Indicates conditional approval level




Expense Approval Process Flows - Interfacing
1 Agencies
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This slide shows the workflow for interfacing agencies. Travel authorizations can only be entered online.
Expense reports and cash advances can be uploaded into Cardinal. If an expense report is uploaded and
then updated online, Fiscal Officer approval is required.

Online Travel Fiscal
Authorization Officer Approved

Online Fiscal -

Cash Advance Officer Approved
Uploaded DOA J———
Expense Report Pre Audit PP
*
Online Expense
BT Fiscal ] DOA :
Uploaded Officer Pre Audit g Approve
Expense Report -

Updated Online

(o] I

Legend: * Indicates conditional approval level




Travel Authorization Approvals — Online
1 Agencies

CARDINAL

Qggrr]z\ilssl Ii?]\(/:(laul(sj::)r Travel Authorizations for online
Approval Routing Order
Required Approval: Supervisor Required
» Supervisor Fiscal Officer Optional
Agency Head Conditional

Optional Approval:

» Fiscal Officer — This approval is optional based
on agency. For Agencies that have chosen
this approval level, all travel authorizations will
route to the Fiscal Officer for approval.

Conditional Approval:

* Agency Head — If the authorization exceeds
$500 or contains an expense over the
allowable amount it will route to the Agency
Head, identified by the agency, for approval.

10



Cash Advance Approvals — Online Agencies
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Approval levels for Cash Advances for online

agencies include: Cash Advz_ince
Approval Routing Order

Required Approval: Supervisor Required

 Supervisor Fiscal Officer Optional

Optional Approval:

» Fiscal Officer — This approval is optional
based on agency. For agencies that
choose this approval level, it applies to all
cash advances for the agency.

11



Cash Advance Approvals — Interfacing Agencies
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There is only one approval level for Cash

Advances for interfacing agencies : Cash Advance

Approval Routing Order

Required Approval: Fiscal Officer Required

» Fiscal Officer — This approval is required
for all interfaced cash advances. These
approvals are done online in Cardinal and
not in the agency system.

12



Expense Report Approvals — Online Agencies

—
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Approval levels for Expense Reports for online Expense Report
agencies include: .
Approval Routing Order
Required Approval: Supervisor Required
«  Supervisor Fiscal Officer Optional
Agency Head Conditional

Optional Approval:

» Fiscal Officer — This approval is optional
based on agency. For agencies that require
this approval level, it applies to all expense
reports for the agency.

DOA Pre-Audit Conditional

Conditional Approvals:

* Agency Head — If the expense report exceeds $500 or contains an expense over the allowable
amount it will route to the Agency Head, identified by the agency, for approval.

« DOA Pre-Audit - This approval is required if the Program Code begins with 9980.

13



Expense Approvals — Interfacing Agencies

CARDINAL

Approval levels for expense transactions ) __
uploaded or entered online by interfacing Online Travel Authorization

agencies include: Fiscal Officer Required

Required Approval:

» Fiscal Officer — This level of approval is :
required for interfacing agencies when a Online Cash Advance
transaction is entered or updated online. Fiscal Officer Required

Conditional Approval:

* DOA Pre-Audit - This approval is required
if the Program Code begins with 9980.

Uploaded Expense Report
DOA Pre-Audit Conditional

Online Expense Report / Uploaded
Expense Report Updated Online
Fiscal Officer Required
DOA Pre-Audit Conditional




Expenses Notifications

-
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Once the expense transaction is submitted for approval, the originator (proxy) cannot modify it. If it needs
to be modified, an approver must first send back the transaction. The originator can then modify the
transaction and resubmit it. It then routes to the first approver on the approval path.

Cardinal notifies the originator (proxy) of expense items that are denied or sent back. Cardinal sends an
email to the originator if the expense is denied. Cardinal sends both an email and a worklist notification if
the expense transaction is sent back for revision. The originator can check the approval status of the
expense transactions online.

No notifications are sent for transactions that are approved.

15



Approval Steps

You can access the approvals pages for employee expense reports, cash advances, and travel
authorizations either from the worklist link or by navigating directly to the Approve Transactions page.

To approve using the worklist, click the worklist link located at the top of the Home page.

Worklizt Add to Favorites

Favnvrites Main vMenu
Personalize Content | Layout @ Help
|Menu - Classic (= |myCardinaI Financials [=] %]
Search: ﬁ Financials Report Execution ﬁ Financials Report Retrieval
b myCardinal Fi - ® [ AP Reports [=] FIN Report Manager

myt-ardingl Financials I=] Financiale Query-based Reports [=] FIN Process Monitor
[- Employee Sel-Semvice =

[- Travel and Expenses

[ Enterprise Components
[ Worklist

[ Reporting Tools

[ PeopleTools

= My Personalizations

= My System Profile

16
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You can access the Approve Transactions
page for an employee expense report, travel
authorization or cash advance through the
worklist.

Click the link on the worklist for the expense
transaction that you need to approve.

« ERApproval for Expense Reports
« TAApproval for Travel Authorizations
« CAApproval for Cash Advance

Review all details based on relevant polices
before approving the transaction.

Approval Steps (continued)

Favorites  Main Menu Worklst Workist

Worklist for V_EMPLID7: APPROVER. ALICE

Work ListFilters: Approval Routing

From Date From Work item Worked By Activity

Summer Sun 06/21/2012 Approval Routing Approval Workflow
Summer Sun 06/21/2012 Approval Routing Approval Workflow
Summer Sun 06/22/2012 Approval Routing Approval Workflow
Summer Sun 06/22/2012 Approval Routing Approval Workflow
Summer Sun 06/28/2012 Approval Routing Approval Workflow
Mickey Mouse 06/28/2012 Approval Routing Approval Workflow
Summer Sun 06/28/2012 Approval Routing Approval Workflow
Summer Sun 06/29/2012 Approval Routing Approval Workflow

Summer Sun 06/29/2012 Approval Routing

Approval W

Vorkflow

Click the image to enlarge
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The approval steps for the Travel Authorization,
Expense Report and Cash Advance are similar.
For this example, the Expense Report is selected.

The Approve Expense Report, Expense Report
Summary page displays. This is the page that is

used to review the details of the expense. Review
the transaction details, based on relevant policies.

Expense Report Approval Steps

Favorites | Man Menu > Workist >  Workist
Approve Expense Report
Expense Report Summary

Expense Report Attachments

SUMMER SUN User Defaults Report ID: 0000007339
e ————————
Report Description: Financial Implementation Reference: Employee Base: Office
Business Purpose: Field Work Comment:
Report Status: Submitted for Approval
Default Location: Richmond (City Limits)
Created On: 06/21/2012 By:  V_EMPLID11
Accounting Date: 06/21/2012 Last Updated: 06/21/2012 By:  V_EMPLID11
Accounting Template: STANDARD
Risk Details
Accounting Defaults More Options: - Go
Apply Cash Advance(s)

You can deny individual expenses and still approve or send back the overall report
Expense Line ltems Customize | Fing | 1 | 7

PC Business

Expense Type Date et Project Activity Reimburse Amt Currency Approve
Lodaing 06/14/2012 448.00 USD

Expense Report Totals

Employee Expenses: 448.00 USD Due Employee: 448.00 USD

Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

Prepaid Expenses: 0.00 USD Definition of Totals

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Profile Name Action Date/Time

Expense Reviewer CLAYBORNE KEVITA
Supervisor HAMM, RENAI

Fiscal Officer PAGE ,DOUGLAS
Expense Coordinator SPROUSE ERIN

Profile Name Action Date/Time

SUN,SUMMER Submitted 06/21/2012 2:57:03PM
(el 2
Budget Status: valid Budget Checking completed. Report is ready for Approval/Posting.

Budget Options

Reviewed Send Back Hold Deny Save Changes

Click the image to enlarge
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Expense Report Summary Page — Top Section

—
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The top portion of the Approve Expense Report
page includes General Information. Some
examples of information in this section include:

- Employee Name — employee who incurred TEeommom o ﬂ
the expense e ==
E\lcjftes Main Menu > Workist > Workiist

Approve Expense Report
Expense Report Summary
s UN

Office

+ Expense Report Attachments link — Approve Expense Repest

additional documentation attached to the e (AR e
report :

Report Description: Financial Implementation Reference: Employee Base: Office

* Report ID — ID number automatically s e = I
assigned to the report in Cardinal or Richmond Gy Linis) | i B
submitted by interfacing agency in the thoavtz BV EWPLOT

Accounting Template: STANDARD
upload

* Report Description — brief description of
the travel and/OI' eXpense You can deny individual expenses and still approve or send back the overall report.

. B us | ness P ur p 0ose — reason for th e Exp;nse Type Date o siness  project Activity Reimburse Amt  Currency Approve
expense =

Risk Details

More Options: - GO

istration Fee 08/06/2012 20.00 USD

« Comment — displays applicable comments

* Accounting Defaults link —displays the
accounting distribution defaults for the
employee

Click the image to enlarge
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Expense Report Summary Page — Top Section
-3 (continued)

CARDINAL

Created On and By — date created and name of person who created it

Last Updated and By — date last updated or approved and name of person who updated or
approved it

Travel Auth ID link — this link displays only when the expense report was copied from a travel
authorization. Select this link to view the original travel authorization from which the expense report
was copied.

View Cash Advances link — this link displays if there are any cash advances associated to this
report.

More Options — select and display any Exception Comments if applicable. Exception comments are
provided on the expense line if the amount entered on an expense line is more than the calculated
allowable amount in Cardinal.

Favorites = Main Menu > Worklist > Worklst
Approve Expense Report
Expense Report Summary Expense Report Attachments
MICKEY MOUSE User Defaults Report ID: 0000007353
v
Report Description: Oracle Training Reference: Employee Base: Home
Business Purpose: Training Comment:
Report Status: Approvals in Process
Default Location:
Created On: 071052012 By: V_EMPLID14
Accounting Date: 07/05/2012 Last Updated: 07112012 By: V_EMPLIDT
Accounting Template: STANDARD Travel Auth ID: 0000000800
Risk Details
Accounting Defaults I I More Options: - GO

Click the image to enlarge 20



Expense Line ltems
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The next section of the Approve Expense Report page contains the Expense Line items which include
the Expense Type (e.g., lodging, fees, meals, etc.), Date and Reimbursement Amount.

The link for each Expense Type displays additional details related to the expense.

Favorites = Main Menu > Worklist > Worklist
Approve Expense Report
Expense Report Summary Expense Report Attachments
JOHN DOE User Defaults Report ID: 0000031984
+ General Information
Report Description: Business Writing Reference: Employee Base: Office
Business Purpose: Training Comment:
Report Status: Submitted for Approval
Default Location: Virginia Beach
Created On: 03/06/2014 By: WPHB2737
Accounting Date: 03/06/2014 Last Updated: 03/06/2014 By: WPHB2737
Accounting Template: STANDARD
Risk Details
Accounting Defaults More Options: | j GO

Apply Cash Advance(s)

PC Business . - Reimburse
Expense Type Date Unit Project Activity Amt Currency Approve>
Lodaging Fees and Taxes 02/2712014 2216 UsD =
Lodging 0212712014 20.00/USD =
Perzonl Mileage Cost Justified 0212712014 67.20 USD =

21



Expense Line Items — Distribution Detalil
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As an approver, review the charge distribution for each expense item:

» Click the Expense Item you want to view. For this example, Lodging.

Favorites Main Menu > WoLkJist > Worklist
Approve Expense Report

Expense Report Summary Expense Report Attachments

JOHM DOE User Defaults Report ID: 0000031984
« General Information

Report Description: Business Writing Reference: Employee Base: Office
Business Purpose: Training Comment:

Report Status: Submitted for Approval

Default Location: virginia Beach

Created On: 03/06/2014 By: VPHE2737
Accounting Date: 03/06/2014 Last Updated: 03/06/2014 By: VPHE2737
Accounting Template: STAMDARD
Risk Details
Accounting Defaults More Options: | | GO

Apply Cash Advance(s)
You can deny individual expenses and still approve or send back the overall report.

Expense Line items
Expense Type Date FELTETES Project Activity SETLHIEE Curren Approvev
P yp Unit ] Amt cy PP
Lodging Fees and Taxes 0212712014 2216|/USD =
Lodging I 0212712014 80.00/USD =
>

Personl Mileage Cost Justified 0212712014 67.20 USD =




(continued)

CARDINAL

The Expense Detail for the selected Expense Type displays.
Return to Expense Report link to return to the Expense Report.

Expense Line Items — Distribution Detalil

If the distribution is correct, click the

If changes are required to the distribution, click the Update Accounting Detail link.

Favorites Main Menu > WOLkJLst > Worklist

Approve Expense Report

Expense Detail for Lodging (Line 3)

JOHN DOE Report ID: 0000031584
About This Expense

Expense Date: D214

Payment Type: Check ™ No Receipt

Billing Type: Billable [~ Non-Reimbursable
Number of Nights: 1

Location: Wirginia Beach

Description: Omni

Amount Spent: 80.00 UsSD

Exchange Rate: 1.00000000 B ¥ Default Rate
Reimbursement Amt: 80.00 USD

oheE
Set Personalizations | Find | H |

First Kl 1of1 n Last

J|Return to Expense Report

Amount *GL Unit E;no?:{y g;;r:"w E:(att:gange SpeedType Key Account Fund Program Department FIPS R
80.00 15100 80.00 USD 100000000 @, 5012850 01000 799001 91100
N R | i
Update Accounting Detail
[ Previous Expense MextExpense
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Expense Line Items — Updating Distribution
Detail

After clicking the Update Accounting Detail link, the Accounting Detail page displays.
Make any necessary adjustments to the distribution.

Click the OK button to return to the Expense Detail page.

Favorites - Main Menu > Worklist > Worklist

£
Approve Expense Report
Accounting Detail
JOHN DOE Report ID: 0000031984
This is the accounting detail for expense type Lodging with a transaction date of 2014-02-27 in the amount of 80 USD.
Estimated Tax:
Total Distribution:
Set Personalizations | Find | B | 2 First £ 401 T Last
b . Monetary Currency Exchange
Amount GL Unit I —! Code Rate SpeedType Key Account Fund Program Department Cost C
80.00 [15100 @, 80.00 USD 1.00000000 | @, (5012850 @, (01019, ([799001 @, [92100 @, |
1] I ]
OK
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Expense Line Items — Updating Distribution

Detail (continued)

Click the Return to Expense Report link.

Favorites Main Menu > Worklist > Worklist

Approve Expense Report

0

Expense Detail for Lodging (Line 3)

JOHN DOE Repart ID: 0000031284 35547

Expense Date: Uac:i?:fuu:‘i

Payment Type: Check ™ Mo Receipt

Billing Type: Billable 7 Mon-Reimbursable

Humber of Nights: 1

Location: Virginia Beach

Description: Omni
Amount Spent: 80.00 USD

Exchange Rate: 1.00000000 B ¥ Default Rate

Reimbursement Amt: 80.00 WsD

Accounting Detail Set Personalizations | Find | B | 25 First E] 1 071 I3 Last
Amount *GL Unit ETHER EINTETE] FEITIE SpeedType Key Account Fund Program Department FIPS F

Amount Code Rate
80.00 15100 80.00 UsSD 1.00000000 @, 5012850 01000 |799001 91100
4] | ]

Update Accounting Detail

Previous Expense Mext Expense

Return to Expense Report
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When a change is made to the
accounting distribution on an
expense report, the expense report
will need to be re-budget checked
before approval. Click the Budget
Options link.

Expense Line ltems

Expense Type
Personl Mileage Cost Justified

Lodaing Fees and Taxes

Lodaing

PC Business

Lo Unit

03/04/2014

021042014
0310412014

Expense Line Items — Updating Distribution
Detail (continued)

Customize | Find | zl | i
- Reimburse
Activity Amt Currency Approve
67.20 USD ¥
2216/USD ¥
80.00 USD ¥

Expense Report Totals

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

+ Pending Actions
Profile

Expense Coordinator

169.36 USD
0.00 USD
0.00 USD
0.00 USD
0.00 USD
0.00 USD

Hame

DOE, JOHN

169.36 USD
0.00 USD

Due Employee:
Due Vendor:
Definition of Totals

customize | Find | B | 3 First £ 4 014 O Last

Action Date/Time

customize | Find | B | 3 Fiest £ 12072 I Lot

Profile Name Action Date/Time

DOE, JOHN Submitted 03M12/2014 8:04:11AM
Expense Reviewer DOE, JOHN Reviewed 03M1212014 8:04:57AM
+ Comments

g
Not Budget Checked Budget Checking is required before the Expense Report can be Approved. Please click on
the Budget Options hyperlink.
Approve [ Send Back . Hold Deny Save Changes
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~% Detall (continued)

CARDINAL

» Click the Budget Check button to run
budget checking.

» After budget check has run the Budget
Checking Header Status changes:

» Valid — indicates the expense
report passed budget check

» Error — indicates the expense
report did not pass budget
checking.

* Click the OK button to return to the
expense report.

Expense Line Items — Updating Distribution

Favorites | Main Menu > \l"'."DLk"St > Worklist

Commitment Control

Source Transaction Type:

Expense Sheet

I Budget Checking Header Status:

kot Budget Checked I

Commitment Control Amount Type:

I~ Override Transaction

Budget Check i ]

Go to Transaction Exceptions
OK Cancel

Encumbrance

Go To Activity Log

Favorites | Main Menu > Worklist > Worklist
- - -

Commitment Control

Source Transaction Type:

Expense Sheet

IBudgetChecking Header Status:

vaiid |

Commitment Control Amount Type:
Commitment Control Tran ID:

Commitment Control Tran Date:
[~ Override Transaction

Budget Check i

Goto Transaction Exceptions

Encumbrance
0001047964
03M2/2014

Go To Activity Log

27



Expense Line Items — Updating Distribution
Detail (continued)

The Budget Status field displays Valid and indicates that Budget Checking completed. Report is ready
for Approval/Posting.

Click the Approve button to approve the report.

~ Pending Actions Customize | Find | B8 | 3% Firet 1 g 074 1 Last
Profile Name Action Date/Time
Expense Coordinator DOE, JOHN
~ Action History Customize | Find | B8 | 3 First E 122072 I Last
Profile Name Action Date/Time

DOE, JOHM Submitted 031272014 8:04:11AM
Expense Reviewer DOE, JOHN Reviewed 03M2/2014 8:04:57AM

(1L

Budget Checking completed. Report is ready for Approval/Posting.

Budget 5tatus: Valid
Budget Options

Approve Send Back Hald Deny Save Changes

28



Expense Line ltems - Exceptions

« If you see an Exceptions icon G in front of gpows e hupen
an Expense Type it indicates an exception for i e
that line (e.g., duplicate transaction exists, W
amount over allowable, etc.). e mamas Ut .
« To see the reason for the exception, click the m - X
Exceptions icon.
& |Logaing 07042012 420,00 USD

You can deny individual expenses and still approve or send back the overall report

Expense Type Date :ﬁ:usmess 0] ivi Reimburse Amt Currency Approve

Lodaing 0710412012 42000 USD

Click the image to enlarge
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View Exception Comments and Risks Page

The View Exception Comments and Risks page opens and displays the reason for the Exception. In
this example, the amount of the lodging is over the allowable limit. You are also able to view associated
comments related to the exception in the Comment field.

Click the Return to Expense Report link to return to the Approve Expense Report page.

Favorites @ Main Menu > WuLkJist > Worklist

AL
Approve Expense Report
View Exception Comments and Risks

SUMMER SUN Report ID: 0000007354
General Information

Report Description: Financial Implementation

Business Purpose: Field Waork

Reference:

Line Exception Comment

1/Lodging Amount Exceeded Sfeerclal week in Charlottesville all rooms available are

Return To Expense Report
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Expense Report Summary Page - Totals Section

The next section of the Approve Expense Report page includes:

Expense Report Totals lists the total expenditures for the expense report by category (e.qg,
employee expense, non-reimbursable expense, cash advances applied, etc.)

Use the Definition of Totals link to access an explanation of each category under the Expense
Report Totals section.

Favorkes | Man Menu > Wordst > Workist
Approve Expense Report
Expense Report Summary
SUMMER SUN Caarbafausd ReportI0:

Accounting Tempiate: STANDARD

Employee Expenses: 420.00 USD Due Employee:
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

Definition of Totals

Click the image to enlarge 31



The bottom section of the Approve Expense
Report page includes:

Pending Actions — displays the approvals
that are still pending

Action History — displays the actions that
have been taken on the expense to date

Comments — contains Approver comments

Budget Status — displays budget check
status

Action Buttons — actions available to you
as an approver

Budget Options link — allows the approver
to budget check the expense report.

Expense Report — Pending Actions

Expense Reviewer
Supenvisor
Fiscal Officer

Agency Head

Expense Coordinator

Name
Reviewer, Ramona
Supenvisor, Sissy
Officer, Ollie
Agency, Agnes

Coordinator, Carl

Name Action

SUN SUMMER Submitted

Budget Status:
Budget Options

Reviewed

Budget Checking completed. Report is ready for Approval/Posting.

Save Changes

Click the image to enlarge
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Expense Report Approval Options

-

CARDINAL

Once you have reviewed the Expense Report, you have several options:

» Click the Approve button to approve the expense transaction. If more than one approver is required,
the status changes to Approval in Process until the last authorized approver approves the
employee expense for payment. After the last approval, the status changesto Approved for
Payment and the employee expense is ready for payment processing. At the Reviewer level, the
Approve button is the Reviewed button.

If you are approving an expense report and it requires a change to the charge distribution, Cardinal
allows you (the approver) to modify it without sending it back. Once you update the charge
distribution, you can proceed with your approval.

» Click the Send Back button to send the expense transaction back to the originator for correction or
revision. This action changes the status to Pending. If you send back an expense report, you must
provide an explanation in the Comments field. Cardinal sends an e-mail and worklist notification to
the originator (proxy) indicating the expense was sent back.

» Click the Hold button to place an expense transaction on hold. This changes the status to Hold by
Approver. Placing a transaction on hold reserves it for later action related to approval. The hold
feature also allows you to prevent other approvers from taking action on the item.

33



Expense Report Approval Options (continued)

-

CARDINAL

» Click the Deny button to deny the expense transaction. This changes the status to Denied and
Cardinal sends an email to the originator (proxy) indicating that the expense was denied. If you deny
a transaction, provide an explanation in the Comments field. The originator cannot correct and re-
submit the expense if denied.

» Do not click the Save Changes button. If you make modifications to the expense transactions, you
should budget check and then approve.

34



Expense Report Approvals via Direct Navigation

—
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You can also approve an expense report by metm VRS ) Tametee ) R pee I

directly navigating to the Approve Transactions

page using the following path:

Main Menu > Travel and Expenses > Approve —— N e b

Transactions

EMPLID11 Trip for Meeting 7 |06/20/2012  Submitted

This opens the Approve Transactions R — S —
Overview page. This page provides a list of all
the pending transactions that require approval. A o ——

EMPLID11 an Fran 3 07/10/2012  Submitted

Use the tabs at the top to specify a list by
Expense Report, Travel Authorization or Cash Click the image to enlarge
Advance expense type.

Click the Description or Transaction ID link for
the item you want to approve.

Once the expense report, travel authorization or
cash advance is open, the steps to approve are
the same as selecting from the worklist.
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Reassigning Expense Approvals

CARDINAL

Employee expense items can be reassigned to another approver on the Reassign Approval Work page
by a user with the appropriate security role in Cardinal.

You can navigate to this page using the following path:

Main Menu > Travel and Expenses > Manage Expenses Security > Reassign Approval Work

Favorites © Main Menu > Travel andvExpenses > Manage Exuevnses Security > Reassign Approval Work
Define Security
Reassign Work
Approver: UHK37558 Lane, Lois (DOA)
Approver Business Unit: 15100
Reassign Work To: b"."."l':-HSESS @, Barker, Bob (DOA)
¥ select Al Deselect All Reassign
T_—I L s
Select B Total Amount Name Empl ID Report ID Business Unit LI Role
Type Date
Cash Advance 100.00 USD Doe, John (DOA} 00252010200 0000000351 | 15100 06/24/2015 Supervisor
Cash Advance 100.00 USD Doe, John (DOA} 00252010200 0000000352 | 15100 06/2412015 Supernvisor
Expense Report 193.00 USD Doe, John (DDA} 00252010200 0000057349 | 15100 05/21/2015 Supervisor
Travel 190.50 USD Doe, John (DOA) 00252010200 0000003552 | 15100 06/24/2015 Supenvisor
Authorization
¥ selectal Deselect All Reassign

See the Reassign Employee Expense Approvals job aid on the Cardinal website under Statewide
Toolbox > Job Aids > Accounts Payable for more details.
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http://www.cardinalproject.virginia.gov/index.shtml

Simulation: Approving an Expense Report

You are about to view a simulation on approving, denying, or sending back an employee expense in
Cardinal. Click the Cardinal logo below to start the simulation.

CARDINAL
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http://www.cardinalproject.virginia.gov/Statewide Training/Simulations/AP317Simulation/tpc/eb2f0e64-c0ca-4f1d-a6a4-f2f8a19b111c/topic.html?mode=T&Back

Lesson Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the material. Read the question, select your
answer and click Submit to see if you chose the correct answer.
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You can access the Approve Transactions page using your worklist link or by
direct navigation.

O True

O False
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Interfaced expense reports only require approval(s) at the_age:-ncy Ie;fel |In
Cardinal if the expense report is modified or corrected online in Cardinal.

O True

O False

40



At the bottom of the Approve Expense Report page, you can view the
approvals that are still pending by viewing which section?

© Action History
© Pending Actions

© Budget Status
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A user can be a Supervisor, Fiscal Officer or Agency Head approver in
Cardinal, without actually being in that position at the agency. Cardinal
allows delegation of approval to others to handle different levels of
approval, based on an agency's business processes and needs.

 True

O False
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Course Summary

CARDINAL

In this course, you learned how to:

Approve expense items

Deny expense items

Send Back expense items

Hold expense items

Reassign expense approval items
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Course Evaluation

CARDINAL

Congratulations! You have completed the AP317: Approving Employee Expenses course. Please use
the evaluation link to assess this course.

[ Click here to access the survey link ]

Once you have completed and submitted the survey, close the window. To close the web based training
course, click the Exit Course button.
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https://www.surveymonkey.com/s/XT3QJ6F

Appendix

* Screenshots
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Expenses Worklist

>
CARDINAL

Favorites Main Menu > Workist > Workist

Worklist for V_EMPLID7: APPROVER. ALICE
Detail View Work List Filters: Approval Routing - E) Feed ~

£ 4250130 O 5
From Date From Work ltem Worked By Activity Priority
Summer Sun 06/21/2012 Approval Routing Approval Workflow 2-Medium MarkWvorked w| | memReassign

R roval, 82904, 15100, 1901-
Summer Sun 06/21/2012 Approval Routing Approval Workflow 2-Medium + 01-01. N HEET 1D:0000007340 semMarkWorked s | Reassian
Summer Sun 06/22/2012 Approval Routing Approval Workflow 2-Medium MarkVorked s Reassign
Summer Sun 06/22/2012 Approval Routing Approval Workflow 2-Medium MarkVorked s | Reagg:gn
Summer Sun 06/28/2012 Approval Routing Approval Workflow 2-Medium wMarkWorked s | |mmmREa88I0N
Mickey Mouse 06/28/2012 Approval Routing Approval Workflow 2-Medium MarkWorked po | Reassign
Summer Sun 06/28/2012 Approval Routing Approval Workflow 2-Medium MarkWorked s | Reassign
Summer Sun 06/29/2012 Approval Routing Approval Workflow 2-Medium 3}) g’F 0AVAN 1D: 6 MarkWorked mm | Reassign
EAAPDBOVGI 7983, 15100, 1901-01-
i i E‘l ! MarkWorkes e858i(

Summer Sun 06/29/2012 Approval Routing Approval Workflow 2-Medium nn‘,\y,':,ﬁgm ID-0000000776 arkWorked Reassign

Click the image to return
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CARDINAL

Expense Report Summary Page

Favorites  Main Menu > Worklist
Approve Expense Report

>  Worklst

Expense Report Totais

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

~ Pending Actions
Profile

Expense Reviewer
Supervisor
Fiscal Officer

Expense Coordinator

~ Action History
Profile

Budget Status: Valid
Budget Options

Reviewed

Expense Report Summary

Expense Report Attachments

SUMMER SUN r alt Report ID: 0000007339
~ General Information
Report Description: Financial Implementation Reference: Employee Base: Office
Business Purpose: Field Work Comment:
Report Status: Submitted for Approval
Defauit Location: Richmond (City Limits)
Created On: 06/21/2012 By: V_EMPLID11
Accounting Date: 06/21/2012 Last Updated: 06/21/2012 By: V_EMPLID11
Accounting Template: STANDARD
ISk il.
Al ntin. faul More Options: - | GO
Apply Cash Advance(s)
You can deny individual expenses and still approve or send back the overall report.
b Customize | Eing | 1 | 7
Expense Type Date :ﬁ KB"’“'"' Project Activity Reimburse Amt Currency Approve ‘
Lodging 06/14/2012 448.00 USD 4| ‘

448.00 USD Due Employee: 44800 USD
0.00 USD Due Vendor: 0.00 USD
0.00 USD i f T
0.00 USD
0.00 USD
0.00 USD

Name Action Date/Time
CLAYBORNE KEVITA

HAMM, RENAI

PAGE DOUGLAS

SPROUSE ERIN

Name Action Date/Time
SUN.SUMMER Submitted 06/21/2012 2:57:03PM
[E3l 2
C Report is ready for Approval/Posting.
Send Back | Hold Deny | Save Changes

Click the image to return
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Expense Report Summary Page — Top Section

CARDINAL
Favgrites  Main Menu > Worklst > Worklst
Approve Expense Report
Expense Report Summary — .
SUMMER SUN ser Defaults Report ID: 0000007339
~ General Information
Report Description: Financial Implementatnon Reference: Employee Base: Omce
Business Purpose: Field Work Comment:

Report Status:
Default Location:

Accounting Date:
Accounting Template:

Submitted for Approval
Richmond (City Limits)

Created On:
Last Updated:

06/21/2012
08/21/2012 0652172012

STANDARD

V_EMPLID11
V_EMPLID11

Favorites = Main Menu > Wogckst > Worlklist
Approve Expense Report

Expense Report Summary Expense Report Attachments

SUMMER SUN User Defaultd Report ID: 0000007428
~ General Information

Report Description: Financial Implementation Reference: Employee Base: Office

Meeting
Submitted for Approval
Richmond (City Limits)

Business Purpose:

Report Status:
Default Location:

I Comment: I

Created On:
Last Updated:

08/20/2012 By:
08/20/2012 By:

V_EMPLID7

Accounting Date: 08/20/2012 V_EMPLID7

Accounting Template: STANDARD

Risk Details

Accounting Defaults More Options:

Apply Cash Advance(s)
You can deny individual expenses and still approve or send back the overall report.

Expense Line ltems Customize | Find | 1 |

Expense Type Date E:I:“Busmess Project Reimburse Amt Currency

Reaqistration Fee 08/06/2012 20.00 USD

Click the image to return
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P

(continued)

CARDINAL

Favgrr'rtes Mainflenu > Worklist >  Worklist

Approve Expense Report

Expense Report Summary Page — Top Section

Expense Report Summary

MICKEY MOUSE
+ General Information

Report Description:

Business Purpose;

Report Status:
Default Location:

Accounting Date:

Accounting Template:

Risk Details

Accounting Defaults

User Defaults

Oracle Training
Training

Approvals in Process

071052012
STANDARD

Report ID:

Reference:

Comment;

Expense Report Attachments

0000007353

Employee Base:

Created On;
Last Updated:

Travel Auth 1D

0710512012
071112012

0000000800

By
By:

V_EMPLID14
V_EMPLID?

Apply Cash Advance(s)

Click the image to return

More Options:
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CARDINAL

Expense Line Items — Exceptions

Favortes  Main Menu > Wogcht > Workist
Approve Expense Report
Expense Report Summary Ex Repod Attachments
SUMMER SUN ser Default Report ID: 0000007354
Report Description: Financial Implementation Reference: Employee Base: Office
Business Purpose: Field Work Comment:
Report Status: Submitted for Approval
Default Location: Richmond (City Limits)
Created On: 0710572012 By:  V_EMPUD11
Accounting Date: 07/05/2012 Last Updated: 0700572012 By:  V_EMPUD11
Accounting Template: STANDARD
Risk Details
Accoun! ; More Options: - GO
b h ncel
Expense Line ltems Custonize | Eng | B | #
Expense Type Date folusiness  project Activity Reimburse Amt Currency Approve
@ Logaing 071042012 420,00 USD :
Employee Expenses: 420.00 USD Due Employee: 420,00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Definition of Totals
Employee Credits: 0.00 USD

You can deny individual expenses and still approve or send back the overall report.
Expense Line ltems Custonize | Fng | B | #
PC Business

txpense Type Date Unit Project Activity Reimburse Amt Currency Approve

Lodqging 0710412012 420.00 USD V]

Click the image to return 5



Expense Report Summary Page — Totals Section

CARDINAL

Favorfes  Man Menu > Workist > Workist
Approve Expense Report
Expense Report Summary Expense B -
SUMMER SUN [ Catault Report I0: 0000007354
~ General Information
Report Description: Finangial Implementation Referance: Employes Base: Offce
Business Purpose: Field Work Comment:
Report Status: Submitted for Approval
Default Location: Richmand (City Limits)
Created On: 0TO52012 By: V_EMPLID11
Accounting Date: OTOS2012 Last Updated: 0TROSR2012 By: V_EMPLID11
Accounting Template: STANDARD
Bigk Datails
i nfin it More Options: - GO
Apoly Cash Advance(s)
You can deny indradual expenses and shill approve of Send Dack the overall report
e e Custonize 1Fg | BT |
Expense Type Date ﬁ:"""" Project Activity Reimburse Amt  Currency Approve
@@ Logging 07042012 420,00 USD
Employee Expenses: 42000 USD Due Employee: 420.00 USD
Non Reimbur sablé Expenses: 0.00 USD Dise Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Drafinition of Totals
Employes Credits: 0.00 USD
Vendor Credits: 0.00 USD
dvances Apg 0,00 USD

Expense Report Totals
Employee Expenses: 420.00 USD Due Employee:

Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Definition of Totals

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Click the image to return
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CARDINAL

Expense Report — Pending Actions

Capense Hanens
Bugeras o
Fieca Omcer

Crpense Cooranatnr

Staten

Profile
Expense Reviewer

Supervisor

Expense Coordinator

S
Y0u AN G0Ny IIASUS €IDENEET BT AN SED(ONE 04 3 NI L3P Bre vwr 3N Fepont

Fiscal Officer

Agency Head

Tavegtas  Man Menu o Woraet Werkmt
Approve Expense Report
=
E il choﬂ -y Lrox0as Magent Afachments
SUMMER SUN Vi Qetautts Mwpont 10 300
Heport Descrpmon Fnanas implementaton Neteronce 1 mpaoyee Base e
Dusimess Purprose Pruotd Worr Communt
Megort Status TaUteTle d 1or AQQ O
Detauit | oc aton SoChmend (Coy Lavets )
Createda On 0a212012 oy V_EMPLIO 1Y
Accouating Date: 00TV20V2 1 ast Updated VR0 oy VEMPLIOYVY
AcCCoumting Tompiate BT ANOARD
Fuas Catans
Acisuntny Oefauns s e Opteon s - S0

Reviewer, Ramona

Supenvisor, Sissy
Officer, Ollie

Agency, Agnes

Coordinator, Carl

Name Action Date/Time

07/05/2012 9:47:09AM

SUN,SUMMER Submitted

Budget Status:
Budget Options

Budget Checking completed. Report is ready for Approval/Posting.

Click the image to return
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Approve Transactions Page

CARDINAL

Favorites = Main Menu > Travel and Expenses > Approve Transactions > Approve Transactions
— — U INEw yviniuuw o nup
Expense Reports Travel Authorizations Cash Advances Errors
» Search Pending Transactions
» Change Sort Order
selectAll O Clearall Refresh List
Transactions to Approve |
Select Urgency Transaction Type Total Unit Name Employee 1D Description Transaction ID g?n?mm ed Status
Cash Advance 13550 USD SUN,SUMMER EMPLID11 DOA Conferenc 0000000026 06/29/2012 Submitted f(
Cash Advance 20.00 USD SUN,SUMMER EMPLID11 Trip for Meeting 0000000027 06/29/2012 Submitted f¢
Cash Advance 630.50 USD SUN,SUMMER EMPLID11 San Francisco 0000000038 07/10/2012  Submitted fc
Cash Advance 1000.50 USD SUN,SUMMER EMPLID11 New York 0000000039 07/10/2012  Submitted f¢
Expense Report 448.00 USD SUN,SUMMER EMPLID11 Financial Implementation 0000007339 06/21/2012  Submitted f¢
Expense Report 44800 USD SUN,SUMMER EMPLID11 Financial Implementation 0000007340 06/21/2012 Submitted f
] Expense Report 968.98 USD SUN,SUMMER EMPLID11 Financial Implementation 0000007341 06/28/2012 Submitted f
F Expense Report 886.99 USD SUN,SUMMER EMPLID11 Financial Implementation 0000007342 06/22/2012  Submitted f(

Click the image to return
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